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25X1X8 


25X1 A 


Ths following general cmirients are oosaaoo to thm four field offlees 
of the to tli# when eo noted t 



3. 


1. All SQpiee of teletype (’Ml) raesaages sesat and received are 

maintained indefinitely by all field offices* Office personnel r 
state timt little use is ;mde of this material over SO days old, Ij* 
and almost no use for siaterial over 60 days* 

The Survey team rsocomoads that all atueh ;;Bat#rial b® destroyed 
after GO days and by retention of logs the occasional need for 
old material can be furnished by repeat fifX or mil from Hdqrs,, 



.r-/‘ 

r# 


Jteerous items of obsolete or littie-ueed imtarlala are betnf 
ssaiatalaed fey these offices, i.e*sH 

ORFJ worklag papers, GIA and lAC Agency publioatlous, ©to* 


reports of other offices, 


25X1 A8a 


1/ 


The files and file situations are for the most part the result 
of lack of knowledge as to what doowaents should and can be 
destroyed* The pending publication on records management should 
alleviate the aituation. 


p. 


25X1 A8a 


25X1 A6a 


A vigorous prograu, coasistant with fche operational needs of 
these offices, should be started at once to mlniaia© those files 
and records for the conservation of critical vault space* 

4. 'rhe obsolete practice of Imviag ©iployees sign for their salary 
checks is still ia effect la these offices* This procedure was 
discoatiiaied in Washington some time ago and Hdqrs*, 00, indicated 
they will have the field offices coaform to standard practise* 

5* Ho notification is mde to the field offices of allotment 

of funds or monthly finanoial reports showing funds obligated. 

;6| Some offices oomsiieated on excessive time reguirod ia obtaining 
s&sl'i reiabursemeatg under the present patty cash procedure* 

7. All offices oorajaeated on the 'nethod used to pack supplies 

shipped them frora Washington* The waterproofing and ovaraeas 
type paekiog appears to b^neodless, costly and unwarranted 
for .materials skipped to stations* 



25X1 A 

8* The general opinion of all offices is that clearance 

takes exeoasirs time ia processing and tiie 
requests are generally vague and seemingly sterotjpad* 




25X1A 


25X1 A8a 


9. Sevoral of the 


I offices visited suggested that inter-field 


office aonfersaces would prove beaeficial operationally* tealre 
was expressed that at least on© or more area oonfarences be held 
sash year or that free time be provided at t>» yearly Washington 
conference for office chiefs to exchange ideas of general oper- 
ations and adMiaistratlon practices* 


U' 
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lOf. " fh» i8 usiog effsotlTsly 8ad i^^is^oess 

*Ee©or^[k* mierofiladiig etuipseiit procured for tfe« &o34 
offiee*« f h# only •peolfie Instructions they liaTo had were those 
furnished wife this eq^pmont* 

Other offices oott^iaiiMid of their inahiilty to use tiiis equipment 
due nature, this oonospt is rather well disproe^ 

hy Office* 




S.eoent fH ir<m Bdqrs*,|HH euggeetisg th«| 


lOffice 

develop fiitai before sending it to Washington la ooatrwpy to the 
prooedure eatahltshed la'ior to prooureiaent of the aiorofilaing 
Xequipiaent, 


25X1 A6a 


this subject ihouM he ISicreughly es^tmlaed «usd a etan#srd operating 
procedure deve^ped far iull atlliiaticm of this equlpaent hy all 
:^eM of f loos • 

11# the entire postage and pouch system incltiding pouoh time used hy 


13, 




will he iBcamined i n detail hy the Msnagsmnt Stef f < 

12# . Ihs- sBitire system of postage aocounting lAll h# sstaialiM^ 

studied Jointly hy Rjdget* fisoal end lfemg«!»nt te the atti^pt ^ 
to eis^li% the easting prooedure* 




fhe eurrey team disclosed that a|Rpareat% each office is thoroughly 
^ecdred \(y IdS sdten initially open^# however# two offioes Indieate 
•ttiey have not been oi^eoked since aotlvatlon# 

WsA&r the present approved fa'oeedure in acGoaatlag tm saEpendittares 
in eonsesrfcloa with tyavel performed within t^ie arm of each office# 
the chisfofm^ ©ffloe ie required to issue a SKsn^ly travel ordm 
to those idio travel f^equmtly during months or 

to issue ^avol orders for speslfie trips to those mployeee vfeo 
nrice oceaai^mal trips# It ie suggested l^at consideration he 
givm to the issuaiMfe of yearly travel oMers# at the beginning 
of m^Sx f isoal ymr# to l^^oee employees whose duties reqairs ^sm 
to perfom a oonsiderahili amount of wltiiin-area travel mch mmth* 

fhe matter of requring individual s^loyees to use their periKtnal 
funds f^ petty cash purchases should he reviewed with the view 
in adnd of ciajm^g the procedure hy estahllehlng Jgent Caehiers 
pessihly imking additiomiil advances from ftmds otherwise avail** 
able in a suffleioat a^mnt to cover such purchases# 



f'V^ 
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0fflo« of Opersitioxis 
3 April 


FOIAbSbl 


25X1 A9a 


1« f/o mai gaibtora 




«.• fh» f/o of this s^ti<m is spproTsd st ^ wi»shor«& positicms 
plus 6 uoTOQohorod grades for & speoi&l aissioa* ths isiTouohered 
status of the 6 employees i^quostionsd %y tbs fssiit is rLm of 
ftll of th« ^^Hlionltors at the ststi<m rotate in 
25X1 A8 ^^^^^^|oworage» It appears that an undue «^unt of reoord 

25X1 A keeping is required hy the pre^ratl<m of teo payrolls* &m m 

a asm&iy basis (28 days) for the unrouohered poslttsas the 
other on a biwe^ly basis for the rouehered «ay>loy«es* 

b« Of tte ^ «id 6* and k are on duty* eith S ttsd 1 pending* 
thus mly one moanoy exists against the t/Q* 

e* & rerismring the f/% and persemnel assignments it me noted 
1g»^|h^e are i»o »sdjrtenaaO|^eeteloiiais* one a ®-9 1 . 

and a ^ duty udille the Ig/o 

list# only one OS-?* Maiatenane^feohnioian* 

4* It 1# reo«raieaded that «tt up-to-<fete rost^ of personnel 
a^sipments be ralntaijMd ourreatly by the station. 

2* Pers£»tinel 

de station is alsu^st entirely reoruited to strength there seon^ 

to be no problem for persoamsl* 

3* Ssrrioes^ 


a* ^am't 


Spaoe is oonsldored adjusts bt^ not ideal* As the balanoe 
of the f/o is filled th^s etation sill undcubtedly be crowded 
for The station shief has reeently aaked for a |6*€<1© 

Mctsaslon to the west wine of the exietlng faeility* ^ pur- 
pose of the extension is fe proride a larger wire rocaa wli^ a 
better referenoe room and % rest (first aid) room, all of sdiioh 
is presently orowded into aXsmll spaee* It ie the opinion of 
this team tb^t m should be planned at ^e ■_ 

sii»ti«d_tld^ll^ ^e orerall futxtre of the station Is earsfully 
oonsidered* 



25XlA9a 

25X1A9a 

25XlX9a 


) / 
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I 
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25 X 1 A 


Supplies t 


‘fsapy good« hewsTsr, this station eoMasote d that all mppllts 
rsoeitsd tram Washington ware packed tor 
ahlpm«att fh« station ohisf {jusstlonsd the fsaa as to «ky 
ttlsitypa pa per and teletype tap* eould not te proeured loeally 
As the paper is used in large ^matities ^e ^eiji^t 
aM dri^ge till eould he ooneidemtly reduoed. 


25 X 1 A 6 a 

LJ' 


o« Soatraetual Serrieest 


Satlsfaetory* 


h» yinMaelal 

a* Jya a%idit me mde of tlte postage sta^ aescnmt ^ieh was fcnmd 
to te in proper (»*der * 


t* Suping the disouBsIm the station oMef requested that oonsideratlm 
t# fifren to an adranee of funds to replaee igti9 pressnt pet^ oash 
prooedure Hfhlsh requires the eai^jendlture of personal fii^s and then 
otl^ining rsi}t3>urs^:mit a wim^ or more later* 

0* ^le s-totlon reported that reo«3tl^ l^e salary cAte^s were arriving ^ 2 
later than usual and requested lA^at an effort be mde to dispatoh ) 
the salary ohsoks at suoh tiuM wMoh eill assure their tyrriml on 
Iriday in time to delirer to employees on the day shift* fhe 
reason giren was entirely logleal wad is based on Ihe fast that 
the ohetAca aAim late are' reoeired after the dsy shift departs so | 
that a large nmiher of personnel hare to some bacAt when they are | 
off duty to reoeire their oheoks* fhe day shift departs % IV* \ 
Hriday* 

4« fhe station ohisf would rery wooh appreoiate being informed of 
lewre balanoes twioe a year instead of the present system of oaoS 
a year * Aeoordlng to the station ohief ^is would saaterial^ 
assist in station planning* 

5* ieeurity 

lo parti ottlar problen, < ‘ 

6* Operational and Mseellaaeoas yimllagB 


a* this st^itlon operalme 24 hours a day* 7 days a wseic* this point 
is often orerlooktd and is stressed only in order to point oat 
t^t ft t^e ^^edtu^proxiisately 75 people are required to sorer 
d)0 ^sxtions* 

b* the station hme a flre and ssasrgeaoy plan and all SB^loyees hare 
been instruoted* 
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AOTifiTY mmmmt 

mmi 

gtmt SY mM i 


Offloo oY Opsrsttiotts 
27 mroh 1050 

OIA 

Sarb®r* Bureau of tii© 


1» t/O aad Pa,t t4?ra 

a* Auti-jQrt8«<3 f/O# -80 (pl»s I S®pr®s#Mtsa'fei-se) 


Oa Duty I 


Yae»aeis»i 
Pending I 

h» fMs office t* operatljag with fe&cklog of approxtiaately 

30 report®* fhfi l«3,eklef ia largely attritutabl# to l«ek / 
of elerts®! sappca't aad ims iaereased ste&dily alti:^gh 
the olorte*! foroo performs approxtamtely SO hours of 
overtime es.oH aoath* Full f/o ooraplesaeot sf IS 01«>rioal 
to. 18 frofesslooal should, provide »ufflel«st fealaaee 
to offset this overtime ®:K:P»aiiturs* 

2* P®raoa»l. 

rtrsoaael security ©learanes for this of flee beca apprexi-* 

j»tely t.he same ae t^ie ovsrall 4geooy sverags, however, os» 
ladlvldaal declined a atenogfa-f^blo slot -<im to ejcoessive ti»e 
of easurity olsamao©* 

S* harvlgse 
a* $l»a©et 

2365 square foot of space are allotted to this offloa f ,il 
or m3 avarsf# of tS square fert par persoa based os ■ i 
full f/o, a:j>l roooriia ar® oartI.mjiHe to oocupy '^1 

iaorsased pro.j>ortioa of o'h’ioe aro® to «ich aa oxtort ii 

that a vigorous progro-a of rssords rotlrsinoat aad 
■.iestraotioa should be iaplemoBtad imiiisdlateiy* 

inr A bi^ 


15 hl^rioal and Aimitt*, 18 Profeasioiml \ 

(iBcludes 1 hr^) \ 

9 Slijrioal aad 4dals..., 13 Profossloml 

(ifloludoa 1 

iO (4 Clorieal and Adatia*, 6 ProfassioiMtl) 
5 (S Clarlo&l and Adain*, 3 Frofeeslosal) 


• in.'.-:. <- UtbiOc 
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b* Supplies* 

Ixpendabl® supplies «r« »eriMilly obtaiaed fr<3m (Jexjsral 
Services Acfeslnistration and aon-ezpeadabls .n&terial 
from Sarvisos Diviaioa, Ad?aini«trativ® Staffs CIA* 
Goaaidorable diss&tiafaotlon was expressed by this 
office on an August order for office chairs trMoh were 
not delivered until the following January. average 

time of receipt of alsce llsaaous expandable supplies 
ranges from 5 to 4 weeks 

tJnreguigitioned file oases (visable card) were seat to 
this office without an expressed need or dssire for 
such eguipaant and therefore excessive to their opera- 
tional nsedi. fh® Adaislstrativ® Assistant was 
inst,rueted to return this surplus eguipaent* 

o. Contractual Services i 






' ! \ 
i 


25X1 A6a 


25X1A5a1 


Tho^^^P;slephone and typewriter maintenance and repairs 
are perfonaed by contractual services and are considered 
adequate by this office . Housekeeping functions of clean- 
iag, ©to* of the office area ar® furnished by special 




arrangei^nt at no extra cost to the Agency* W% 
is handled by the Washington Office. 


service 


4. Financial 


25X1 A8a 
25X1 A8a 


a. fh® unvoucherod accounts for petty cash* proeureiseat 
publications and graphic smterlals ware audited and the 
following discrepancies noted* 


Patty cash « overage 

§ .67 

Publications - shortage 

,07 

Graphics - overage 

3*91 

'Jet ovarage 

~TM 


fho above dlsorepanciss ar© the result of intermingling 
of funds in obtaining the exaot amount of funds for the 
payment of purchases. If a particular fund doesn’t hav© 
the correct amount of change, funds are borrovfsd from 
the other two accounts or in somo instaasea from advances 
made to the various specialists. 


I r, i ' 





The Administrative Assistant was Instructed to reoheok 
all three accounts including the advances made to the 

specialists and balance all funds and accounts* 

i bsi V 19 

The petty cash account consisted of an advance of #100 
made from uavouohersd funds advanced to th® Chief of 
the 'Finance Division, 

Staff, for travel and eatsrtalsEaent purposes. 





25X1 A 
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Approved For Release 2001/08/15 : CIA-RDP57-00042A0001 001 10025-0 

fe# H'li.s 0oaoi9rn over of tim , 

& w®oks) for r#l«%’4rs#:is®»v 

trikV#l m mt«ptmki9mat Itwarrwt t-y offle# 

§• 3«fl«rity 

&« ffc# Tiult af this offla« is usiag. tta®d feotr* for 
storage aad a# th® telatyp® ras®* It 1». 
«gtia«.t®4 ual®*;! th« grogrsai oMtllaed la S«t 

aljOT® I* ia«tl%'at®d at aaeo* this ©ffiss. grill grow 
«jt of Sts raiilt era® withla If to 24 

S-* C^wstloiatl and fisdiaa# 

a* It Is «stla»t®d that th® |flsygl®®l haMllag. of ftllsaa a.*sd 
th.@ pr®ear#j»at of ^rapHl®# aad mt®ri®ls I* 

atiitfstsi «i.pypoximt 0 l^ l/S of tfets offie®’# urods^tlrity* 
ffm tils® far tr-i#s«r o^aratlim* -r®l'4o«3 th© mjor 

©■psratlOiBss.l raspotfslbility of this &ftim of f#0 rai^art 
la-al'-wstloa by I5X/3 r^r o®at» 

b# 1. of 'Iffl pjblloatloas 4« this off Is®,. 

lio»«y«r* it ai-peara ti^mt llttl# aa® Is ®f this 

■mt&rtRl,: 0n.m^t that It is eireulatsd tiiro'o,;;* tb® ©fM«* I 
*ad the® l» lo#!®?!- la a »mll «af« la tm rswlt la ao 
appwsat ori»r# 

®» s.iaialstr&tl’t© roi-'ortla^^ was sraalsi®# iarluj: »«rr®y aad 
f©a,a<J to im 'kf^M to a sdBi*ra caaslstaat isltri 
rwsjrossltl litl»s • 

<i« th# of fie® raquastsi that » for® ■&# d®»igs®€ aal fyirai.sh#d 
t® t.h«s for rs qaest s to l>« s^l^lttad to lasp#®** 

ties »ad Swe^rity Staff* /it — j 7** - ***• ^ 

(f<K>/vvv* C«,A<~ A 6 *--»CIJC 3 J 7 ^ 

«* fhe sftirvey teem ims. wimil® to asoertaia elaarly 
aorml wericiag hrmrt for this offlis®* 


iouJ 'inr t h'H ^ 

SECRO 
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25X1 A8a 


Coa*truotioa of glielTiag in the wult for storag® of HI3 and 
other publioatlons would agslst in apac# soasenratios. The 'x 
surrey t®aa will inprestlgat^Mssihilitlos of providing such \ 
ooastruotioa with and Inspection and Security I 

Staff, 


h. Supplies t 




?4 


\ 


fhe current methods of requlsltioaing, prooursasat and d© livery \ 
of supplies ara satisfactory to this office, |,.# 

atoessive quantities of requisitioned njaterlals iapose problems/ 
of utilisation and storage* {l*e« t Roll of corrugated packing \ ' 

paper aufflolent to meet requireioentB of this office for approxi-^- 
Mtely 10 years*) \ 


the automobile requisitioned and approved for official use by 
this office is urgently needed and anxiously awaited* 


/ 


y 


Financial 


25X1 A6a 



b. 


The accounts for postage and petty cash were audited durlnf the 
survey and tmad to be In order. 

fh® petty cash fund oonijist^^^dvadg^>^|Cy)0 from u»- ' 

Touchered funds mde Budget fv' 

Officer will undertake a study of this procedure to achieve oiyiAQa 
uniformity in all field offices* /^oAiAaa 


6» Security 


The safes and vaults of this office ere checked nightlyby seaurity . 
teams of office personnel and the area is ssoured ’ 

during non-working hours, 

Operational and Misoellaaeous Findings 


lanu S 3 


, n 

2&XlA5a1 


The a oraal working hours for this office ere 0830 hours to 1700 
hours 


Approximately IC^ of this office* s produotivity is expanded 'hpT 
Agency operations other than 00 report produotion, 1 

This office expressed concern over the amount of time required 
on the part of OOD to fill or renew requests for publioatioas 
and periodicals* 



Office 
normal w 
expend® 



for tha most part to the \ 
no overtime of record V 
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&• ms tht» ottlm- n 

tM Qii»r ^ %ai« aftim " 

Iw Ott %hi 9 25X1A8a 


-a^ for ^^isalUs^loa h;^ ^‘..c^ 

^ «j5tr«39l;^ §lm &ad It asa ro^aeata-3 tlasS %n «ffart hm 

mda ‘fee »^«94 5j|!' tills 


3«Ftia»3t 




Oi.#araso#3 are « 


tis r«eo. 


;:,; -s,-® ?iaeir#r IjI 
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tim 


I K m6 € 4frll 13S0 
t cu 


25 X 1 A 8 a 


25 X 1 A 9 a 


md Staff la^ 

»« Aurtiharl*«d f/Ot 10 

6 and A^la,, 5 iVofesaioafei 

0s. I 4 aad Ad^ala*, 4. Brefasiloiaiil 


f4caaci«a 

Ptadiag 


t I Clarie&i &sd 1 

I X CIsrisal lusd /L:*3sl..a*# I Prefasaisisal 


2* Bam^mnel 


3. 



?*tl£> of 1 slsrioal ojk! aJaialstriitlTO to i profess loiml 
p^-saa based, m ibo 8:mll 1/0 for this offloa shou!.!?, is felwi 
#lalos. of 1frt« saifTsy bsam, aot bo roduo##* 

3orrioss 

Am Spkom t 

imB »f»r« foat^of ajmm are allott«-sJ ts this «r 

sa airoras^s .of 135 #i|usr9 f^st .;wr ^.'o.rioa biuttd o-s fall 
l/0m fha .a,8$i-;?mat eas fouad to hm tl‘s» bast of 

all the off Isas survsj'sd;* 

b« Sugplias t 

mamsdi of rsfaisitioaio^, hwdlii^ &.i4 doll^ory ^ . 
soppliss STS oozitiiorad g.tmrally sstlsfttoior/* 

oiW! lastsno® brayght to ta« at&ooiiaa of tis® 
sorsoy t««a -a-hms cooaldsrablo .difficulty la supply 
proourcie»$at s 

Cl) Boport forass ordarsfl 10 Fsbr^ry 13S0 

(t) FslI^iN»0p s-arct to t^kaala^toQ 14 ^ar<ga 1360 I 

CS) reply 1£ **r®Isy sswrs&ouso t&kiag ’■ 

lavsatory, sill *aad tonorre® via air mil** 

(4) spssli rI argent raquost for s;-ilp»at* .ssat 2S ^%roli 
1 ®S 0 # 




'X' 
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^ (S) Washlngtoa reply 24 Maroh stating report ronsa 

shipped 22 liaroh, 

(0} Forag reoslvad 29 l4eroh 1950* shipped in waterproo: 
Jacking {sea general notes), | 

I 

,Map cages raquisitioned by this office on 16 January | 

19o0 held up six weaks beoausa of sis® requiraiaant* I 

22* X 42*, not being a stock fhls office agreed 

to accept standard size cases but as of tliae of survey ^ 
had not received this needed equlpRsnt# ' 

This office requested to be included la 
dlsseajtnation of nefw elaotroisatio typewriters presently 
on order * 

®* Senrlces t 

Considered very good by this office with the exception 
of PM whose services were difficult to obtain and whose 
work performances were in sjany oases unsatisfactory, 

4, Financial 

a* The postage stamp account was audited during the course 
of the surrey and found to be in order. 


25X1 A8a 




- f) 


b« Chief of office understand t!mt a limitation of |20*00 
per month for ©atertainraent has been established, tbit 
be clarified in writing to ail offise# by Hdqrs,, 


0<r 


i-T 

25X1 A8a 



5, Security 

J^s office has a daytime alana aystem la addition to the 

System for off-hour protection. This additional protec*' 
tloa mkss for better security as the does not function 
during working hours, 

Operational end Miscellaneous Findings 

reports originating in other offices and copies 
of SIS saaterials are being seat to this office by air- 
mail and iaoiuded in the regular dally pouch. 

This method of report dlsssminatloa proves extremely 
costly and should be avoided by a simpl a adain lstrattva 
^ procedure of sail separation by Hdqrs,,^^^ 

b. This office concurs in the generally sxpj'essed opinion 
that vary little use is mad®' of the HIS laaterial* 

SECRET 
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4ppra*jiw*t«ly 5 par tsmt ^ 10 par seat ^ tlita 
gr#di*©ti'ylty I# expeaded for other thm 00- re^rt fro4ao>*« 

tloa* 


f. 






e* 


Fall utlllsfatioa l® -'tavSe la this offlse of tha ’‘Hsoordefe* 
fsiarofll^tog equiv-aeat ’*or s^mst *11 «,terl»..l#, 

fe# wpro.lwti« «f * fe4a’ro«r«l wlad tiumol blu®- 

prtat ®#s% to Esprotlaativfa "rratssh.#, A,.-Jaiai 0 tr®,tltre 
Srteff, Tie eir-aa.il 20 Pobraar^ 1050- reqa#«tlag flret , 
prlopity^^^«oa ssyt -iallTK^-od an sf %ijm of starroy. ' 
rof lisd to^^Bfraeor tf liarch thet 
^tfsoas^at' took a lossi; tiiTe to 


a-- 


EMe Offlo-® a dsiiro for as. of fya4« to \ 

ooTOr p#tty MjFcj pytrsJ«»»» V 


; 'O 

' “"XI 
XI 


25X1 A8a 
25X1 A6a 
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:::3 niif i t7i ^ ^!8 
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ACTIVITY SOKYamSt 

Lee of Operations 

BATEt g8 Mfcrch I960 


SORViSy TSAMl 


CIA 


Barber, 3ur«»u of the fidget 


25X1 A8a 


25X1 A9a 


1* 1^0 and Pettera 


25X1 A 


Authorised 1^0* 16 (plus 1 krmy RepresantatiTO ) 

7 Cierioal and Adain*, 9 ProfessioiMil 

(inoXudss 1 Army) 


Ga Duty* 


V&o8uaoi®a» 

Pending* 


6 Cierioal and Adasia,* 9 Professional 

(includes 1 Army) 

2 (1 Cierioal, I Professiomi) 

2 (1 Cierioal, I Professional) 


t* Persoaasl. 


The two v&aoiea both pending, of I profeBSloasl GS-IS and 1 
©lerlcstl 03^, will be aaslgaad to duty 
upon arriral. 

Services 


a»- Si»oe I 


ii/i( 




25X1 A6a 


. J ■( 

■■ ./rv.F' 

i w 


1805 square feet of space are allotted to this office or an 
average of i^et por person based on personnel 

located In Ihis office is eosaparatlvely small in 

area and ©oasidSrl!^ vault and file space the average per 
person is not deemed exosssive, 

b* Supplies* 

aethods of requisition, handling and delivery of supplies and 
equipment are considered satisfaetcay by this office, 

c. Contractual Services* 

(1) typewriter repair service in this office is being 
performed by contract, charges for such service are 
billed to the Administrative Officer. Considerable 
i:2:j ^xtiri^nc ad in sottlcmont of invoice by 

dated 2 February 1950 

amount f2S.,74, ooverins repairs made in . T anuftry by 

I unsettled as 

ol* time of survey. Office had received second request 
for payment. 
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1^« looftl Ms & Isrgs ksy 

%fs ssitohboard ▼iiitftgs) in VMis ofUss idSiitah 

jfsfalrss ths eosuitant sttenticu ot Ws Sa&s^ok 

M this instailstion is not i^aotloftbl* in terns of 
•WTioo rendsrsdc ths sorrs^ tsea rSoonmsn4s replasssHiBt 




"iOO ksy* or similar syet^* 


HiUtlMSifti 


l^tsgs seooxmt was aaditsd during the surrsy and fous^ 
to bs in <»rdsr'* Cash rslaiburssftisnts ^der ths present potty 
S(Uit proNSsdurs se^usd to eonawm eoEOsssiTS tins* 


t. 


fhisf of this offlos expressed need for estsbiiaMmt 
of ft ffiftll tmA fear payment of transbetlon serriees* fhs 
e^rrey t^^reetsaneMed that euoh rsfuest he tr«s«dtted to 
with full justifiofttlcm for the sstshllehiaftat 
of tueh ft fund> 


\ 


5# Ssaurity 


mSm end 'ranlts of thle offiee are oho^t^ ni^tly hy oMarity 
t^ese of offios pereemiel and teourod tty an ailam eystssi durl^ ^ ' 
n^r««ietlEiiig hours* fM huilding area ia guaurded hy^Hduaurdof tMyP'^ 
do n ot* hosweer, p rovide the Vpe of guard eerrioo generally asaooiated 
wt^ Ifelldinga* 



^0 OperatdoBftl and ISlsoellaneoiw Undli^e 

ft# Ifeo acanofti working hours for this off toe are (3®5Q to 1700 hours 


Softpite the fast that a ratio of f olerioal to ^ frofesslws&I y/ » 
peiaeasMi. existe ia IMs offiee* ®ost of the intellig^tse of^oei4 j 
ore d^tng a pos*tion of their &m iyph^', «iibi aoM^ is { y 
fti^an@i4b.ole under es^rg<moy e^oui^Mnoes it is fuestlom^i# \ /' 
e^ler aorml working oondltlons. ^ 


fhm lu'essnt f/O and spaos asaigcwd Is ade<|,uate imd the prooidures/ 
far operatiixi of Mis offioe appear eatisfaoMry* 


^j.su^nr A ^ ^8 


l.iILUl 1 OLLiCb 
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